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o Searching Without Logging into CSS

o Registering with CSS (required only the first time you use the 
system)

o Logging into CSS

o Top menu navigation tabs:
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Searching Without Logging into CSS
CSS provides a home page Search option to allow users to access public information 
without logging in. Users can access the GIS map, Global Search, User Registration, 
Today
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Logging into CSS
Visit the portal link.

Enter your username and password in the fields provided.

Mark the 
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Top Menu Navigation Tabs
DASHBOARD

The Dashboard contains an overview of any current permits, plans, inspections, and 
invoices.
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HOME

The home screen is the starting point in the CSS system. It contains links to search for 
public records, apply for a permit, access account information, pay invoices, use the GIS
map feature, and access the calendar.
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APPLY
Search and apply for permit types and plans. 
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CREATE & SAVE A TEMPLATE

One of the portal
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Templates can be selected and applied during the application process, and multiple 
templates can be created and uploaded. 
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MY WORK
Search and access all of your invoices, permits, plans, inspection history, licenses, or 
request an inspection.
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TODAY �¶S INSPECTIONS

View inspections scheduled for the day. The search function allows you to search or sort
by case number, case type, inspection type, inspection status, address, primary 
inspection, or inspection order.

MAP

Access the GIS mapping system. Type in a specific address in the search bar to obtain 
permitting history, apply for a new permit for a particular parcel, and more within this 
screen.
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REPORT

Access and view reports through this tab.

FEE ESTIMATOR

Estimate fees for permits or plans.

The drop down menu on the permits screen provides a list of options.
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The next screen asks for additional information related to the permit. The next screen 
provides an estimated cost for the permit using the parameters entered into the fields. 

The 
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CALENDAR

View upcoming events by month, week, or day. Filter results by public hearings and 
meetings, City holidays, inspections scheduled, plans expired, permits expired, licenses 
expired, and invoices due.




